Purchasing Card (ProCard)
The Purchasing Card “is a credit card which acts as a procurement tool offering an alternative to the existing University procurement processes.”

Source – Purchasing Department website

http://purchasing.uconn.edu/purchasing-card/purchasing-card-user-manual/

Restricted Purchases

· Alcoholic beverages

· Animals

· Business, travel, and entertainment related expenses

· Cash advances of any type

· Cellular phones and related monthly charges

· Clothing, etc., ( The imprinting of, with University Logo/Trademark(s))

· Computers (any value, including iPad, iPod, Netbooks, Nook, Kindle)

· Construction and Renovation Services

· Contract Agreements of any type that involve a signature

· Equipment (Valued over $4,999.00)

· Food, Beverages consumed at vendor’s location (i.e., eating in at restaurant or off campus location.  Only take-out of food and non-alcoholic beverages are allowed)

· Furniture of any type

· Gasoline (except for State vehicles)

· Gifts/Donations

· Internet Service Providers

· Items prohibited from purchase under grant or research contract

· Leases & Lease-Purchases or any other time payment

· Moving Services

· Personal use items (IE attaches, Folios, Pen/Pencil Sets etc.)

· Precious metals

· Prescription drugs and controlled substances

· Printing Services

· Rentals of vehicles

· Reimbursements of any type

· Signage

Approved Purchases

· Advertisements

· Catering Services (Held at UConn locations only, where a signed contract is not required)*

· Conference Registrations with Department Dean/ Director approval

· Dues and Professional Membership(s). (Business, Technical, Professional, and Institutional memberships only)

· Food (Take out or grocery store purchases for student activities & official business meetings only)*

· Internet Purchases for Approved Items Only (must be a secure site)
· Maintenance Service/Repairs

· Office, Laboratory and Educational supplies (items not available through Central Stores)

· Postage (non metered mail up to $50.00 value)

· Software and computer supplies

· Subscriptions (Departmental use only)

*Must have formal agenda, Business Meal Pre-Approval Form signed by the department head and an original, itemized receipt as backup documentation for all food purchases.


If you have questions regarding an allowable OR restricted purchase, please contact your Department administrative staff.

Grant - Related Purchases on the ProCard
Using the Purchasing Card for Grant Purchases
· The Purchasing Card may be utilized for grant purchases, however, the use of card for a grant or contract requires some forethought since the purchasing authority has been transferred to you through issuance of the card
· Careful judgment must be exercised before you make a purchase with the card against grants. You must clearly understand what constitutes an allowable charge to your particular program

· You should be aware, for example, that supplies on grants must be “lab” and not office supplies

· If you have questions in this area the staff in the Office of Sponsored Programs remains available to assist you

Grant Purchases Checklist
· Grant purchases are permitted provided that the item purchased is an allowable charge against the grant

· The Purchasing Card cannot be used for charging departmental costs to a grant account
· A direct benefit must be shown for all card purchases made against a grant account;

· Any questions should be directed to the Office of Grants and Contracts

Contract Compliance
While the purchasing card is a procurement tool, it does not signal a change in policy regarding compliance with University and State contract suppliers. All University departments are obligated to order required goods or services from those suppliers who are authorized contract suppliers to the University.


For Example: Office Max should be your first contact for any and all office supplies. Office Max is the authorized contracted vendor for all consumable office supplies. Alternate sources can be used ONLY if Office Max cannot supply what you need.  
